Digital Hub Guidance

Creating and Accessing Gmail Account
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Welcome to Your Digital Journey with Gmaill

This guide will teach you how to create and use your Gmail account on the Digital Hub PCs at Reed in Partnership offices. Whether you’re new
to the digital world or looking to enhance your skills, we’re here to make the process simple and enjoyable.

In this guide, you’ll learn how to:

e  Create and Sign into your own Gmail account.
e Send, answer and forward communication from your Gmail account.
e  Resetyour password

We'll also walk you through everyday tasks like downloading documents, attaching them to emails, and using Google Docs to write your CV,
cover letter, and personal statements.

Our goalis to empower you with the knowledge and skills to navigate the digital landscape with ease and confidence.
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1. Creating a Gmail Account

To access and utilise all the features Gmail offers, you need to have an account.
already, creating one is simple—just follow the steps below:

1. The Digital Hub Home Page is split into 4 clickable icons. To create a
Gmail account, you will need to click on ‘Participant Hub’.

Restart Session

Microsoft Account

Participant Hub Sign Up Microsoft Office
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If youdon'thave one

If you already have a
Gmail Account, please
skip to page 6.

2. Onyour Participant Hub Home page, and scroll down to the
middle of the page to the section ‘Login into your email here’
and click in the Gmailicon

Look for jobs here:

Need help appidng for 8 job?- ook
here
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Login info your efiail here:

HNeed hely creating an 17 = click here
Ouwrtiook Gmail Cloud Yahoo Mal
Login to your tools here:
oo Wil e an Scoount (o Lse thase took,
Meed bels creating an sccownt o logoing info pour existing acoourt? - ook here
Wiord Escel Google Drive: Google Doc
ad s Q
Google Meet Teams Zoom
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3. Once you click on the Gmailicon,
you will be directed to the Gmail
Sign-In page. If you do not have an
account, click on ‘Create account’. A
drop-down menu will appear,
allowing you to choose whether you
want your email for personal or
business purposes.

Email or phone

Forgot email?

Not your computer? Use a privite browsing window to sign
in. Learn more about using Gjest mode

Create account

For my personal use

For my child

For work or my business

We recommend you choose ‘For
my personal use’




4. Next step is to add your First and Last Name and
clickin‘Next’:

G

6. You can pick one of the suggested Gmail addresses

or create your own: ] .
Create a Google st name ‘ 8. You have the option to add a Recovery Email
Account G Address, which can be used to recover your account if
Enter your name Last name (optional) \ ch Gmail you ever forget your password. You can also choose to

Oose Our mal reedandressa mail.com . .
4 Y O redendessetonel 'skip' this step.
a ress @ andressareed1@gmail.com
@ Pick a Gmail address or create your own
O Create your own Gmail address
5. Now you will need to add your Date of Birth and @ G
Gender Add recovery email Recovery email address ‘
s . . ¢ , The address where Google can contact you if
G 7. I’'s time to create a password, and click ‘Next there's unusual activity in your aceount or if you get
locked out.
Basic information worth = | | ey ‘ o ‘
Enter your birthday and gender G ( Skip ) ( Next )
Gender -

9. Time to review your account and make sure you will
remember of your email address to sign in later, then
Confirn ‘ click ‘Next.

Create a strong
password

m Create a strong password with a mix of letters,
numbers and symbols

Why we ask for birthday and gender Password ‘

[0 show password

Remember: Potential G
employers will be .
Review your account e
info

seeing your email
address, so ensure to
use an appropriate
email address name.

You can use this email address to sign in later
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10. Next step is to choose your settings. 11. Once you have confirmed your settings, your
will need to agree to Gmail's Privacy and Terms.

You C?,n either “Choose in 1Step” or “Choose in 4 9. Once you have agreed with Privacy and Terms,
steps™ your Gmail account and Workplace is ready to use.

If you “Choose in 1 Step”, you will be prompted to
either “Accept All” or ”’Reject All” settings.

nd the YouTube Terms of
ocgle services,

We publish the Gaogle Terms of Servic

P riVa Cy an d Te rms Service 5o that you know what 1o xpec

including YouTube. By choosing *1 agree” yol

= M Gmail Q, Search mai =
“Ch in4 st ” illbe able t - et Seni ety
If you oose in 4 steps”, you will be able to e celos e o Svic gl o e
! 3 o provides links to service specific & compose o)
make individual decisions about how your data is G ey © pronotions 2 sod
. gle's Privacy Policy s how Google handles 2 L !
used by Gmail. e ot started with e x @
It also inc! ‘mation about why we 3, such as when @ Ssnoozed
il el > s ® ) ooncorac :
information for things like: O Draks -
= P ng, maintaining, and improving cur services 1o meet the v  Mors Get Gnadl for
needs of our users [ = I
= Developing new products and features that are useful for our +
ers Labels +
- eople use our services to ensure and Google Andressa, finish setting up your new Google Account - Hi Andressa, We T51PM

G .

 of our services

provide you with 2 better user
ant, adapting the experisnce to be age

riance (and. if rel
appropriat

Choose YOUF Settings 0 Choose in 1step risu‘uen;:-m-c-muser h:u'culse'w::s o

Make a single choice that applies to all settings

. . personalized, we ask for
Your choices help determine if and how data is

used to tailor your content and ad experiences
¥ P O Choose in 4 steps
Make step-by-step choices for each setting - Protecting against harm to the Broperty or safery of
Google, our users, o the public uired or permined by law,

including disclasing information to government suthorities

= Performing reserch that improves our services for our users and
benefits the public

You can change your settings anytime at

account.google.com - Fulfiling obligations to our partners ke developers and rights.

holders.

= Enforcing legal clsims, including investigatian of potential
violations of appii ms of Service

unt google com) to take 3

isit your Google Azcount
ieckup or to adjust y

vacy cantrals.
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2. How Access your Gmail Account

Accessing your Gmail using the Digital Participant Hub is simple and easy. Once you are on the ‘Participant Hub home page’, just
find and click the Gmail icon, as shown below:

Welcome to
your participant
home

On this computer, you have full internet access to write your CV,

apply to jobs, access your email and social media, and find
additional support resources.

Use the URL bar to type in a website or use Google here:
Google.com

At the end of your session, remember to log out of your accounts!

Need help using this PC?

Access Your Online Career
Centre here:

( Reed in Partnership or Serco >)

Then add your Email address you and click ‘Next’, and

your password:

ﬁ
J

Signin

1o continue to Gmail

C_—_ >
( Seetec ))

Look for jobs here:

Meed hels anplyving for s job?- ok

QO i
Reed couk Indead
Monster CV Library
] =
[ ]
Adnna Total Jobs
‘Glassdoar Linkedin

Login inte your email here:

Need help creating an acoount or io:

e M

Outiock: Gmaill

qingin? - chick here
—
iClowd Yahoo Mal

Login to your fools here:

ou wil fieed a0 acoount o Lse thace ook,

Need help creating an account or o

qing into oo ewisting accownt? - ok here

Word Excel

¢ B

GoogleDrive  GoogleDoc

« Q

A Y s
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Hi Andressa

(@ sndressaresdtogmailcom ~ )
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Email or phone

Forgot email?

Mot your computer? Use a private browsing window to sign in. Learn

more about using Guest mode

Enter your password

[ show passward

Or Click in the link below
(Ctrl + click):
https://accounts.google.com/



https://accounts.google.com/

3. Overview - Gmail

<~ Cj' Al B https://mail.google.com/mail/u/0/#inbox

M Gmail Q_ Search mail

o~ ¢ i

N

Compose

& Primary
Inbox 1

Starred [l & Google

Snoozed

Sent

DV @ |0

Drafts

v More

Labels +

. ,
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e ® @
-1of1 4 >
©  Promotions 2 Social
Andressa, finish setting up your new Google Account - Hi Andressa, Welcome to G... 2:51PM
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4. How To Send a Message

A) Once you have signed in, you will see a blueicon
labelled ‘Compose’ in the left side. Click on thisicon,
and a new email draft will appear on your main screen.

= M Gmail Q, Search mail Er

o- ¢
¢/ Compose

& Primary > Promotions 2. Social
B Inbox 2
¥ Starred Google Security alert - New passkey added to your account andressareed1@gmail.com If yo.
© snoozed Google Andressa, finish setting up your new Google Account - Hi Andressa, Welcome to G
B sent
[ Drafts
v  More New Message

To

Labels +

0GBof15GBused B

“A@J@@@@&?:
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3:38PM

2:51PM

Cc Bee

B). Next add the email address of C) Then, add a subject. This is the
the person you want to send an line the recipient will see before
email to in the 'To' bar. opening your email.

B New Message - A X

@ e D) Next, write your

: email message in

the main box.
+

E) Click ‘Send’
to send your
email.

mi@J@@@Q&?E' §
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5. How Reply an Email

To reply to an email, click on the email in your
inbox. Once open, click ‘Reply’ and a reply box will
appear below the original email. Here, you can

— write your response, then click ’ Send’.

- B O w B m 20f8 <>

Your Next Appointment inbox x 8 &

Andressa Reed -<Digital Hub Testi@outlook.com= 353PM (42 minutesagn)  Y¢ @

me v

Hi Andressa,
I hope you are well.

Just a quick reminder that your next appointment is booked for December 1st at 2 PM. This will be a great opportunity to discuss

how to create a gold standard CV. Looking forward to meeting you.

Kind regards,

Participant Hub

v Reply :\( > Forward )(@)

¢ ~ Andressa Reed (Digital. Hub.Testi@outlook.com) Draft saved @

I will be there,
thanks for letting me know.

Andressa
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6. How Forward an Email

To forward an email, click on the email in your
inbox. Once open, click ‘Forward". You will need
to add the recipient email address in the ‘To’ bar,
write your response, and then click ‘Send’.

One attachment + Scanned by Gmail ©

[ cv1.0Template (... '

1 ~ =
® ~ Forward l\@}\

0 A~ To CcBece @

7777777777 Forwarded message ————
From- Andressa Reed <andressareed1@gmail com>
Date: Wed, Nov 13, 2024 at 439 PM

Subject: Updated CV

To: Andressa Reed <andressareedi@gmail com>

see atlached

CV 1.0 Template (1).docx (27K) x
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€« o ® B @ >
Updated CV inbex x a2 =B
Andressa Reed -andressareedi@gmail.com> @ 439PM (Ominutesago) ¢ @ €
tome =
see attached
&




7. How to Download and Upload a file

To Download afile: To Upload a file from Downloads:

a) Inyourinboxselectthe email with the attachment. If you want to attach a file when writing a New Email or Replying

b) Click the download button on the file you want to download. one using a document that you downloaded, you will just need to:

¢) Once you click ‘Download’, a box with your downloaded file will a) Once you click on'Downloads' or hold Ctrl + J, it will direct you
appearin the top right corner. to your downloads.

d) Thefile will be available to access when you click the download icon b) Then drag the file and drop your document.

on the browser bar or by clicking Ctrl + J.

< O 0 )  https//mailgoogle.com/mail/u/0/#inbox?compose=XBclkudsVHIdCTrgnSnLFb.. & A e o S G L w - O
< = O M ) httpsy//mail.google.com/mail/u/0/#inbox/KibxLvgxBHPMyDcStnzfWwR... @ S W i3 m = N o Downloads Doa - N
= M Gmail Q, Search mail X o
Downloads B Qe P @ CV 1.0 Template (1) (Tldock
= M Gmail Q, Search mail B o o e el
- g":’rjlﬂjle'nplats (1) (5).docx 2 Compose i B
€ B O w E = i rora > B 2 Primary €  Promotions 2, Social
¢/ Compose
K inbex 2
Starred me Updated CV - see attached 4:39PM
Updated CV s & @ IS @
B Inbox 2 ® Snoozed @ cv 1.0 Template.
¢ Starred Andressa Reed <andressareedi®@gmail.com> @ 439PM (9minutesage) vy @ € H B sent .
tome - e Andressa Reed Your Next Appointment - Hi Andressa, | hope you are well. Just a quick reminder that y.. 3:53PM —
@ Snoozed O Drafts
see attached S — Google Security al oy a5t version _ax
B> Sent - ’
Google Andressa, a.dressa Reed +
1 One attachment - Scanned by Gmail @ &
O prafts v * Labels +
v  More [ cv1.0Template CV last version
(1).docx + see attached
Labels TP
4

“ Reply \ \ > Forward |\:

A HowtoUse
Google Docs
Guide s also
available where
you can learn .
howto Open and ey | CEeeeoeas s i

Edit files

06GBof15GBused

CV 1.0 Template (1) (7).docx (27K) X
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How Reset My Password

If you forgot your password, no worries! It’s really simple to reset it. You will need a separate email address or phone number. Follow these

steps:
C) Next step is to add the name and surname E) You will be direct into ‘Select an
A) Onthe Signin page, click on ‘Forgot email?' you use to create your account, and click ‘Next’ account to sign in’. Select your account.
o
C G _
- - » ~ Firstname J
Signin et o o What's your name? socrossa | Select an account to S
to continue to Gmail Forgot email? Enter the iame on your Gaogle Account ;:;;7!': - | Sign in ® ;Sc-anom;‘ :ccu;:
Mot -,-:..r; .:.:rrm__t;r?c_nsa:a private browsing window to sign in. Learn
' D
o . 6. Use your passkey to confirm it’s really
D) A verification code will be sent to your you, click 'Continue' and your Gmail
recovery email or SMS. When received the code acc,ount will be ready to use again

B) Then enter your phone number or recovery

email (xxx) and click ‘Next’ into your recovery email or phone, enter the code

in box and click next

ﬁ
- G
G u k
- : se your passkey to % o/ N 8
Find your email | e - (e 8
Y preneumeereren Get a verification code o confirm it's really you 2% |
LR 3
Enter your phone number or recovery emai To help it safe, Google wants 1o make sure s HEEE (@ sncressaressiagmaileom ) @ R
really y . Your device will ask for your fingerprint, face, or screen lock
) ’,
11
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How Log Out of your Account

To Sign Out of your Account, you just need to follow 2 steps:

= M Gmail Q, Search mail = ® @ i o
/ Compose a - & : andressareed1@gmail.com X
& Primary © Promotions 2, Soci
kd Inbox 2
¥r Starred me Updated CV - see attached 7
snoozed [ cv1.0Template... - | . . e el .
Hi, Andressa! o A) Click inyour initials in
B> Sent i . .
Andressa Reed Your Next Appointment - Hi Andressa, | hope you [ Manage your Google Account | the tOp rlght corner and
[ Drafts 2 ) g
. Google Security alert - New passkey added to your acct Cl|Ck on Slgn Out
Google Andressa, finish setting up your new Google A T E_) Sign out
Labels + B) Then click ‘Sign Out’ to log off your
account ¢ 0% of 15 GB used
Privacy Policy + Terms of Servfe
e B)Thenclick‘Sign Out’to
log out of your account
Terms - Privacy - Program Policies Last account activity: 12 minutes ago
0GB of15GB used [ Details

Reed in Partnership @ ooveton 15
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For further technical guidance
on how to use the Digital Hub,
please contact your Digital
Hub Champion or a member of

staff.

J

. ’,
= Pl )= Product

Reed in Partnership A imoin

If you have any suggestions
and/or ideas on how to
improve the Digital Hub, please
contact your Digital Hub
Champion.
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To watch avideo on how to use
the Digital Hub, please use the

link below or contact your
Digital Hub Champion or a
member of staff.

https://www.phrinp.co.uk/

J



https://www.phrinp.co.uk/
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